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INSTRUCTIONS

This questionnaire has been developed to help the University understand the duties and responsibilities of this position and to evaluate it for purposes of determining the appropriateness of the position classification.

While the questionnaire may appear to be lengthy, experience has shown that it can be completed in a relatively short period of time.

Please read the entire questionnaire, including the instructions, before attempting to complete any portion of it.  When answering the questions use the following guidelines:

· Think of the “natural cycle” of the job when completing the questionnaire.  It may be

appropriate to consider a month, quarter or year rather than a few days.

· The questionnaire is designed to reflect many different types of positions.  Therefore,

answers may not be applicable in all cases or you may not require all of the space

provided.

Please address all sections of the questionnaire and respond with “NA” where an answer is not appropriate.  After the questionnaire is completed, please give it to your department representative for review.  It will then be sent to the Compensation Office along with your current job description and organizational chart for review.  

After the position has been evaluated, the Compensation Office will inform the department representative of the outcome of the job evaluation. 

For Department Representative

The organizational chart should indicate where this position fits into the department’s organizational structure.  Please include the director, administrator or senior manager as head of the organizational chart, as well as other department members.  Include the incumbent’s supervisor as well as all of his/her subordinates, if appropriate.  Please indicate if the incumbent supervises student workers.  The organizational chart should indicate the number of students supervised as well as the number of hours each student works a week.  On the organizational chart, please indicate each employee’s name and generic job title.   



Thank you in advance for your cooperation.

IDENTIFICATION

             To be completed by the INCUMBENT:

            Your Name:  _________________________________________________________________________

            Your Job Title:_______________________________________________________________________

             Your Internal Job Title:  ______________________________________________________________

            Your Department Name:  ____________________________________ Your Extension: ___________

   Number of Employees in Department:_________________________

   Name of Your Supervisor:  ________________________________________ Extension: ___________

Education:  

(  Less than High School  (  High School or Equivalent  (  Specialized/Technical   Training

   
(  Some Related College Curriculum  (  Associate’s Degree  (  Bachelor’s Degree  

(  Master’s Degree  (  Doctoral Degree  (  Post Doctoral Study  

(  Certificate/License _____________________________________________________________

Years of Experience in Field:  ____________________________________________________________
Is the position responsible for managing a division, department, unit or program/project?  If yes, name the division, department, program/project(s)?__________________________________________
______________________________________________________________________________________________

POSITION SUMMARY:

What is the primary purpose of this job?  Answer in the space provided.  It may be easier to answer this question after completion of the questionnaire.

______________________________________________________________________________________________    


             ______________________________________________________________________________________________


SIGNATURE OF EMPLOYEE ACKNOWLEDGING THE ACCURACY OF THIS DOCUMENT:


__________________________________________________________________  Date:  _____________________


SIGNATURE OF SUPERVISOR ACKNOWLEDGING THE REVIEW AND ACCURACY OF THIS DOCUMENT:

__________________________________________________________________  Date:  _____________________
QUESTION ONE:  MAJOR JOB RESPONSIBILITIES
What are your major job responsibilities?  List each responsibility and indicate the appropriate percentage of total time spent in that responsibility.  The sum of the percentages should equal 100%.  Indicate the importance of each responsibility in the last column, using the key below.





--------------------------------------------------------------





*Key





*1.  Primary importance and highest priority





*2.  Secondary importance and priority





*3.  Lowest importance





----------------------------------------------------------------------

Responsibility









  % of Time        Importance

1.   _____________________________________________________________________________________
   ________%
_________

      _____________________________________________________________________________________   

2.   _____________________________________________________________________________________
   _________%
_________

      _____________________________________________________________________________________

3.   _____________________________________________________________________________________
   _________%
__________

     _____________________________________________________________________________________  

4.   _____________________________________________________________________________________
_________%
__________

      _____________________________________________________________________________________

5.   _____________________________________________________________________________________
    _________%
__________

      _____________________________________________________________________________________

6.   _____________________________________________________________________________________
    _________%
__________

      _____________________________________________________________________________________

7.   _____________________________________________________________________________________
    _________%
__________

      _____________________________________________________________________________________

8.   _____________________________________________________________________________________
_________%
__________

      _____________________________________________________________________________________     

9.   _____________________________________________________________________________________
    _________%
__________

      _____________________________________________________________________________________

10. _____________________________________________________________________________________
    _________%
__________













    100%


QUESTION TWO:  PROBLEM SOLVING

Give examples of the types of problems you are expected to solve.  How accessible is the information required to solve these problems?


    
------------------------------------------------------------

            
 
Information Accessibility Key:
                            
(E)asy to obtain,   

                            
(G)enerally available but some investigation necessary
                            
(D)ifficult to obtain and usually incomplete
                            
(V)ague or unavailable
                            
----------------------------------------------------------------
Typical Problems to be Solved                                                                           




Accessibility                               

_______________________________________________________________________

_______

_______________________________________________________________________

_______            

_______________________________________________________________________

_______          

________________________________________________________________________

_______

________________________________________________________________________

_______

________________________________________________________________________

_______

How often does the position require confronting problems that are not covered in the prescribed policies or guidelines?       

(  Daily     (  Weekly    (  Semi-Monthly    (  Monthly  (  Infrequently

QUESTION THREE:  DECISION  MAKINGPRIVATE 

What major decisions are you regularly required to make?  List the decision and indicate the type of guidance received in making the decision, such as departmental policies, professional knowledge and/or supervisory input.  Specify how frequently the decision is made and its impact.

                      

         **************************************************

                               
           
Frequency Key          /           Impact Key


                    
D=Daily                               1=Immediate work unit                               


                     

W=Weekly                          2=Own school or department                        

                             

M=Monthly                         3=Other schools or University departments    

                            


Q=Quarterly                        4=Entire University                                    

                             

A=Annually                                                                           
                     

         *************************************************

In carrying out your duties, are you required to make independent choices, free from immediate supervision, as to matters that significantly affect the University’s and/or department’s business?  ( Yes  (  No










Frequency/

    Decision
Guidance

Impact                                                                     

1. _________________________________________________     _____________________________   ________________

    _________________________________________________     _____________________________   ________________

2. _________________________________________________     _____________________________   ________________ 

    _________________________________________________     _____________________________   ________________

3. _________________________________________________     _____________________________   ________________ 

    _________________________________________________     _____________________________   ________________

4. _________________________________________________     _____________________________   ________________ 

    _________________________________________________     _____________________________   ________________

5. _________________________________________________     _____________________________   ________________ 

    _________________________________________________     _____________________________   ________________

6. _________________________________________________     _____________________________   ________________ 

    _________________________________________________     _____________________________   ________________

Are you authorized to diverge from policies, guidelines and procedures without consulting a supervisor?

(    Yes    (    No    If yes, give examples:  __________________________________________________________________

_____________________________________________________________________________________________________

Are you allowed to make decisions that would commit the division, department, or unit to spend a substantial amount 

of money or other resources?  (  Yes  (  No   If yes, give examples of range of authorized spending:  __________________

_______________________________________________________________________________________________________

Do you serve as a specialist advisor to management with business decisions, which may significantly affect

University-wide or departmental operations or policies and procedures?  If yes, explain:  ___________________________

_______________________________________________________________________________________________________

QUESTION FOUR:  BUDGET  ADMINISTRATION
Are you responsible for developing, monitoring or administering an income and/or expense budget?  Check 

the appropriate responses below to indicate the budget related responsibilities.

Income
Expense
​​______
______  No responsibility for developing or administering a budget

______
______  Gathers facts and figures used to develop a budget

______
______  Processes transactions

______
______  Tracks and reconciles budget activity

______
______  Analyzes variances and prepares status reports

______    
 ______  Provides forecasts and projections used to develop a budget

______
______   Develops and administers a budget

Budgetary responsibilities are for a:
___  Unit   ___  School   ___  Division   ___  Program/Project  ___  Department  ___ University     ___  Other

QUESTION FIVE:  WORK  GUIDANCE/SUPERVISION  OF  OTHERSPRIVATE 

Check those statements that apply:

___  I am not required to supervise or guide the work of other employees.  

WORK  GUIDANCE   

Work Scheduling



Personnel Administration
___  Schedules and assigns work
 

___  Screens and interviews applicants
                                              

___  Reviews or corrects work 


___  Recommends new hires

___  Maintains quality/quantity standards  

___  Hires employees



                                       

___  Provides input to performance appraisals
Training










___  Conducts performance appraisals

___  Trains employees


         

___  Recommends disciplinary actions

___  Demonstrates techniques, equipment 


  or procedures to others               
___  Initiates, enforces and monitors disciplinary actions
Policy 

___  Terminates employees

___  Conveys established policies and 
___  Recommends compensation increases or promotions


   procedures




___  Approves compensation increases or promotions

___  Interprets policies and procedures
          



___  Approves policy exceptions

___  Develops policies and procedures

___  Implements policies and procedures

QUESTION SIX:  SUPERVISION  OF  OTHERS
How many people do you supervise directly and indirectly?  (For direct, count the number of people formally reporting to the position.  For indirect, count the number of people reporting through someone who reports to this position.) 




Direct




              Indirect

​   
​      
_____     Staff



_____      Staff

    

_____     Volunteers


_____      Volunteers

    

_____     Student/Work study                 
_____      Student/Work study



_____     Total
​​​


_____      Total

QUESTION SEVEN:  COMPUTER RELATED DUTIES (Information Technology positions only):

1. Are you primarily a:

(  Programmer

(  Systems Analyst

(  Software Engineer

(  Database Administrator
(  Other (specify):  _______________________________

2. Do your duties include design and development of (check all that apply):

(  Applications

(  Operating Systems
(  Networks


 (  Other (specify) _________________________________________________________

       (  Not involved in software or systems design

3.   If you checked more than one of the categories above, approximately what percentage of the time is devoted to each?

Application Design  _____%
Operating Systems Design _____%

Network Design _____%
               Other Design Work (specify) _____%

Activities other than software or systems design _____%

4.  Are you required to consult directly with end users to determine hardware, software or system functional specifications? 
( Yes ( No    If yes, explain:  ____________________________________________________


__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

5. Are you required to design, develop, document, test or modify computer systems or programs (including prototypes) based on existing specifications established by others?  (  Yes  (  No  If yes, explain:  

        __________________________________________________________________________________________________

        __________________________________________________________________________________________________

__________________________________________________________________________________________________

THANK YOU

FOR COMPLETING THE QUESTIONNAIRE
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